


Merging Client Information, 
Goals and Implications 

The primary goal of merging client records is to create one 
current and complete record for each individual client. 

 
 

Two (or more) client records may need to be merged if each 
record reflects or includes: 
 

  Changes in client last name (change in marital status,   
    adoption) 

    Data Entry variations 
    Data Entry errors 



Merging Client Information, 
Practices for a Well-Maintained imMTrax 

 Make evaluating your “merge queue” a routine task 
 Merging clients on a routine basis reduces the overall number 

 of records pending evaluation and helps to keep your client’s 
 information accurate and up-to-date! 

  Use your best judgment 
  

  Do your research 
 When seeing information that is either outdated or in question, 

 you may need to refer to your records to make the best 
 selection. 

 If you are not 100% sure, DO NOT MERGE 



Merging Client Information, 
Navigating to the Merge Functions 



Merging Client Information, 
Navigating to the Merge Functions 

Merge by imMTrax ID 

Merge by selection from 
your “merge queue” 



Merging Client Information, 
Merging by Queue Selection 

Select View on the 
client record 
you’d like to 
evaluate for 
merging 

Option 1 
Merge by selection 
from your “merge 

queue” 

 



Merging Client Information, 
Merging by imMTrax ID 

If you run into two (or more) clients in imMTrax that you believe 
are the same, take note of the imMTrax ID to evaluate for merging. 

Option 2 



Merging Client Information, 
Merging by imMTrax ID 

Return to your merge functions and enter imMTrax IDs. 
 
Select View. 

Option 2 



Merging Client Information, 
Evaluating for Records Merging 

Take a moment to 
look at the clients in 
question, scroll 
down and look at 
all the information 
given. 

Don’t 
continue to 
merge if you 
aren’t 
confident 
the clients 
are the 
same! 



Merging Client Information 
 

Rule:  If it’s blue, it must be selected!! 

Information uploaded from Vital Statistics 

Immunization administered and deducted from 
imMTrax inventory 



Merging Client Information 
 

Select All on one of 
the records being 
evaluated. 
 
You will be toggling 
between the 
records, but this will 
allow you to have an 
initial selection 
before beginning.  



Merging Client Information 
 

Use your best 
judgment to select 
the information that 
will result in the 
most complete 
record 

Select populated options 
over those that are 
blank* 
 *Exception:  

  
Rarely, you may see a field in question 
that is populated with information that 
is invalid 

      example:  phone number saved 
     in the Mother’s Maiden Name   
     field 



Merging Client Information 
 

Select Yes over No, 
Unknown or blank 
options 
 
Select No over 
Unknown or blank 
options 



Merging Client Information 
 

Multiple selections can be made in the Responsible People section.     



Merging Client Information 
 

If your options are 
identical, choose one only.   
 
 
If your options are the 
same person and same 
address but one option 
contains more complete 
information, select the 
more complete option. 
 



Merging Client Information 
 

Options labeled as Temporary may be outdated.  Use 
your best judgment to determine selections   
 
Options labeled as Permanent should be selected unless 
determined to be no longer applicable or appropriate 



Merging Client Information 
 

If two of the same immunization is listed for the same day, 
select only one. 

Example 1 

Example 2 

Example 3 



Merging Client Information 
 
Reminder:   
 
If it’s blue, it must be selected!! 



Merging Client Information 
 

Select all the 
immunizations that 
result in the most 
complete 
immunization history 
 

When the options 
are the same 
immunization given 
on the same day, 
make only one 
selection 



Merging Client Information 
 

Once you’ve completed your evaluation and selections, 
quickly review before moving to Merge 



Disassociating Client Records 
 

If it’s clear the 
clients are not the 
same person, select 
Disassociate. 



Disassociating Client Records 
 

If you have more than two records being evaluated, and 
both a merge and a disassociation need to occur, begin with 

the merge by unchecking the records that will need to be 
disassociated. 



Disassociating Client Records 
 

Once 
unselected, 
all options 
under that 
record will 
be grayed 
out. 



Complete 
the merging 
of the clients 
that are the 
same and 
select Merge 
Selected 

Disassociating Client Records 
 



Disassociating Client Records 
 

After merging your 
selected records, you 
will need to return to 
your merge queue and 
reselect one of the 
clients (i.e Tomato Soup 
or John Smith) 

Now you are ready 
to Disassociate. 



Unmerging Client Records 
 

If you have merged two or more clients that should not have 
been merged, you will need to unmerge them. 
 
Search for the client and make note of the new imMTrax ID 
number of the merged record. 



Unmerging Client Records 
 

Insert the newly merged imMTrax 
ID and select View 



Unmerging Client Records 
 

Confirm the records 
should not have 
been merged. 
 
Select Unmerge 
Selected 




